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HEADQUARTERS UNITED STATES MARINE CORPS
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WASHINGTON, DC 20380-1775
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MARI NE CORPS ORDER 3500. 25

From Commandant of the Marine Corps
To: Di stribution List

Subj: MARINE CORPS TRAI NI NG, EXERCI SE, AND EMPLOYMENT PLAN
(SHORT TI TLE: MCTEEP)

Ref : (a) Commandant’s Pl anni ng Gui dance of 1 Jul 95
(b) MCTEEP Software User’s Manual
(c) OPNAVI NST 5510. 1H
(d) MCO P7300. 20
(e) MCO P3000. 13B
(f) MCO 3000. 2E

Encl: (1) MCTEEP O ficer (MCTEEPO
(2) MCTEEP System Admi ni strator ( MCTEEP SA)
(3) Sanple Event Types
(4) Required MCTEEP Event Information
(5) Required MCTEEP Unit | nformation
(6) Assigning Units and Detachnents to Events
(7) Standard Reports
(8) LOCATOR SHEET

Report Required: MCTEEP Subm ssions (Report Control Synbol
EXEMPT), | AW paragraph 4a of this Order.

1. Purpose. To provide policy and planni ng gui dance, assign
responsibilities and establish data reporting requirenents
necessary to prepare and submit a Marine Corps Training,
Exerci se, and Enpl oynent Pl an ( MCTEEP)

2. Background

a. In 1992, at the annual CGeneral O ficers Synmposium the
Mari ne Corps | eadership identified the need for a standard
Aut omat ed I nformation System (AlS) to conpile and transmt
Trai ni ng, Exercise, and Enpl oynent Plan (TEEP) information
t hroughout the Marine Corps, beginning at the Battalion and
Squadron | evel of command. To address this need, the Deputy
Chief of Staff (DOS) for Plans, Policies and Operations (PP&O,
Headquarters, United States Marine Corps, initiated the
devel opnment and inpl ementati on of MCTEEP conputer software.

DI STRI BUTI ON STATEMENT A: Approved for public rel ease;
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b. Fromits inception, MCTEEP software was designed to be a
commander’ s nanagenent tool, capable of identifying unit,
personnel and resource conflicts prior to the execution of
trai ning exercises, deploynments or actual contingency operations.
MCTEEP software was required to provide visibility of unit
activity, calculate Deploynent Tenpo (DEPTEMPO) and track resources
such as personnel, equipnent, noney and anmunition. Version 1.0 of
MCTEEP software was fielded during March of 1995. In July of 1995,
reference (a) specifically addressed MCTEEP as a "Pl anni ng and
execution tool to help the Force Commanders reduce the tenpo of
operations.” Reference (a) also required full inplenentation of
MCTEEP t hroughout the FMF by 1 January 1996. Version 2.0c of
MCTEEP software was fielded to the FMF in January and February of
1996. Version 2.1 was released in March of 1996.

c. MCTEEP software was designed to function on w dely
avai |l abl e 80386 Personal Conputers (PCs) equi pped with a mnimum
of 4 MegaBytes (MBs) of Random Access Menory (RAM. Large scale
MCTEEP dat abases, such as those normally conpiled at the Regi ment/
Aircraft Group |level of command (and above), require an 80486 PC
with at | east 8 MBs of RAM

3. | nf ormati on

a. Use of MCTEEP software replaces the manual schedul e
generation and report activity that was previously enpl oyed
t hroughout the FMF. MCTEEP software enpl oys advanced rel ationa
data nodel i ng and software technol ogi es allowi ng users to enter
scheduling i nformation regarding the entire scope of current and
projected activities.

b. The primary nethod used to enter information into the
MCTEEP dat abase is through "point and click" Wndows type data
entry workbenches contained in the software. Refer to reference
(b) for detailed data entry instructions. MCTEEP is al so capabl e
of inporting data from other Departnent of Defense (DoD) AlSs such
as Exercise Schedul er (EXSCHED), the Unit Diary/Marine |Integrated
Personnel System (UD/M PS), the MAGTF Depl oynent Support System ||
(MDSS 11) conponent of the Marine Corps MAGIF Logi stics Automated
Informati on System (LOG AI'S) and the DoD standard Status of
Resources and Trai ning System (SORTS). A Predictive Readi ness (PR
nodul e is incorporated into version 2.1 of MCTEEP software which
uses a SORTS interface to track unit historical readiness ratings.
MCTEEP data will be transmitted to hi gher headquarters via the
d obal Command and Control System (GCCS) or physical transfer of
di skettes. MCTEEP infornmation may be classified due to the identi-
fication of units, location of deploynent sites and novenent of
U.S. Naval ships. Authority to make original information classifi-
cation determnation is established in Chapter 6 of reference (c).

c. MCTEEP defines the prinmary enphasis of the scheduling
function as the conbination of activities which result in resource
utilization over time. Resources are defined as units and their
associ at ed personnel, equi pnent and noney. MCTEEP tracks resource
utilization over tinme and depicts entered unit/event participation
as it relates to a specified plan. A plan is defined as a group of
associ ated events and units with assigned resources. To construct
an aggregate TEEP for any command, data entered into MCTEEP nust
reflect the operational posture of the command, unit or detachnent.
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MCTEEP i s designed to support a two-way flow of information within
the command hi erarchy; up and down the chain of conmand.

d. MCTEEP can al so be used to couple fiscal data to the
forces which participate in an event. Joint M ssion Essentia
Task List (JMETL) itenms, which are satisfied by participation in
an event, can also be generated fromw thin MCTEEP. Wen
examined in total, information contained in the MCTEEP dat abase
can be used to assess unit readiness at every |level of command.

4. Action

a. perating Forces. A MCTEEP dat abase shall be compil ed and
submtted quarterly by each conmbat, conmbat support, and conbat
service support unit in the Marine Corps and Marine Corps Reserve.
Commandi ng officers at each | evel of command shall assign a MCTEEP
Oficer (MCTEEPO and primary and alternate System Admi nistrators
(SAs) in witing to carry out the duties contained in this Order.
See enclosures (1) and (2). These assigned MCTEEP personnel shal
fam liarize thenselves with references (a) through (f) and this
Order to ensure the tinely and accurate subm ssion of MCTEEP dat a
to higher headquarters. At a mninmum a properly conpiled MCTEEP
dat abase shall contain detailed information regardi ng schedul ed or
forecasted events, the units or detachnments participating in an
event (s), enploynent dates, geographic |ocations of an event(s),
and on-hand personnel (rmanning |evels) participating in an event.
SORTS data, pertaining to "C' readiness ratings, shall be entered
into the MCTEEP dat abase to build the foundation of the PR nodul e.
O her information which may be entered into the database, such as
fiscal, equipnent, and amunition information, may be entered into
the MCTEEP dat abase at the discretion of the Commandi ng O ficer
See enclosures (3) through (6) of this Order for basic data entry
procedures. Units shall only submt their quarterly MCTEEP
dat abase to the higher headquarters responsible for their
Operational Control (OPCON), or as directed. Once the MCTEEP
dat abase is conpil ed, Conmmanders throughout the comrand hi erarchy

can access unit information via the Standard Reports nmenu listed in
enclosure (7) of this O der.

b. Deputy Chief of Staff (DJS) for Plans, Policies and
Qperations (PP&O), Headquarters, United States Marine Corps

(1) Execute Functional Managenent (FM and Life Cycle
Managenment (LCM of MCTEEP software in concert with the Conmander
Marine Corps Systens Conmand ( COVMARCORSYSCOM). COVIVARCORSYSCOM i s
the M| estone Decision Authority (MDA) for MCTEEP, and will provide
the software architecture requirenents and hardware requirements
for the MCTEEP program Conply with all applicable DoD acquisition
regul ati ons.

(2) In accordance with references (a) through (f) and this
Order, collect a quarterly consolidated MCTEEP submi ssion from
each Commander, Marine Forces (COVWARFORs), by the first day of
January, April, July and Cctober. Information contained in the
dat abase must cover the current Fiscal Year (FY) plus two out FYs,
and contain the nandatory information delineated in paragraph 4a of
this Order. In accordance with reference (c) and this Order,
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MCTEEP data subm ssions shall be transmtted to HQMC ( Code PQOC- 20)
el ectronically using GCCS or physical transfer of diskettes. All
MCTEEP dat a subm ssions shall be conpiled using the nbst current
versi on of MCTEEP software.

(3) Secure funding for MCTEEP through the Program Objective
Menor andum ( POM) .

(4) Schedul e and host an annual MCTEEP policy conference
(if required).

(5) Fund and coordinate recurring MCTEEP user training
t hroughout the MARFORs.

(6) Maintain the historical MCTEEP database for two years
after the original data subm ssion date.

c. Commander, Marine Forces (COMVARFORS)

(1) In accordance with references (a) through (f) and
this Order, inplenent procedures to ensure quarterly distribution
collection, review, and collation of MCTEEP information from
assi gned Maj or Subordi nate Comrands (MsSCs) and ot her designated
units, down to the Battalion and Squadron | evel of comand.
Quarterly MCTEEP information conpiled throughout the conmand
hi erarchy shall cover the current FY plus two out FYs and contain
the mandatory information delineated in paragraph 4a of this Order.
Qut of cycle MCTEEP updates should al so be collected from
subordi nate units when significant changes occur in schedul ed or
proj ected events or exercises. Al MCTEEP submni ssions shall be
conpil ed using the nost current version of MCTEEP software.

(2) Assign a COMARFOR MCTEEPO. I n accordance with
references (a) through (f) and this Oder, the COVWARFOR MCTEEPO
shall maintain the COWARFOR MCTEEP dat abase and provi de HQVC
(Code POC-20) with a quarterly MCTEEP data subm ssion via GCCS
or physical transfer of diskettes. A sanple format for the
assi gnnment of the MCTEEPO as well as duties to be perforned, is
provided in enclosure (1).

(3) Assign primary and alternate COVWARFOR SAs in
accordance with enclosure (2) of this Oder.

(4) Maintain the historical MCTEEP database for two years
after the original data subm ssion date.

5. Recomendations. Reconmendations concerning the contents
of this Order are invited. Recommendations wi |l be forwarded
to HQMC (Code POC-20) via the appropriate chain of command.
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6. Reserve Applicability. This Oder is applicable to the
Mari ne Corps Reserve

A S
Deput ief of Staff
for Plakg, Policies and Operations

DI STRI BUTI ON:  PCN 10203352500

Copy to: 7000110 (55)
7000034 (1)
7000093/ 8145005 (2)
7000099, 144/8145001 (1)
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MCTEEP Of ficer (MCTEEPO)

1. Discussion. The MCTEEPO is the primary MCTEEP |i ai son between
the higher level staff and the subordinate units. The MCTEEPO i s
responsible for the tinely distribution, collation, proper security
classification, physical security and transnmittal of the current
MCTEEP dat abase.

2. Duties

a. Initiate quarterly distribution of the MCTEEP dat abase to
all subordi nate headquarters, collate this information into the
current MCTEEP dat abase, verify the accuracy of the infornmation
contained in the database and transmt the database to higher
headquarters.

b. Ensure that the MCTEEP dat abase contains the nandatory
informati on contained in paragraph 4a of this Order and i s exam ned
for proper security classification, AWreference (c) prior to
transmttal.

c. Mintain the appropriate MCTEEP naster database for two
years after the original data subnission date.

d. If applicable, schedule and host a quarterly MCTEEP
conf erence.

e. Coordinate required training for unit and subordi nate
| evel MCTEEP users.

3. Assignment. A recommended format for assignnment of the
MCTEEPO is |isted on page 2 of this enclosure.

ENCLOSURE (1)
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Sanpl e Assignnent Letter for MCTEEP Officers

3500
Code
Dat e

From Commandi ng General /O ficer

To: (Nanme of MCTEEPO bei ng assi gned)

Subj: ASSI GNMENT AS MARI NE CORPS TRAI NI NG, EXERCI SE, AND

EMPLOYMENT PLAN OFFI CER ( MCTEEPO)
Ref : (a) MCO 3500
1. In accordance with the reference, you are assigned as the

(unit nanme) Marine Corps Training, Exercise, and Enpl oynent Pl an
Oficer. You are directed to read and conply with the reference
and the docunents mentioned in the reference. You are to execute
all MCTEEP responsibilities and generate reports as required.

Commandi ng General /O ficer Signature

FI RST ENDORSEMENT

From (Name of MCTEEPO bei ng assi gned)

To: Commandi ng General /O ficer
1. | have read and understand the reference and all other
applicabl e MCTEEP publications. | will conply with the

reference and execute all MCTEEP requirenents.

MCTEEPO Si gnat ure

ENCLOSURE (1)
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MCTEEP Syst em Admi ni strator (MCTEEP SA)

1. Discussion. The MCTEEP SA is responsible for the installation
and mai ntenance of MCTEEP software within the unit. The MCTEEP SA
al so controls informati on access to the MCTEEP dat abase. The
MCTEEP SA controls the user access |level (Secret, Confidential
etc.) and the user type (SA Advanced, or Regular user). The
MCTEEP SA can edit Reference, User Updatable and Plan Tables. The
MCTEEP SA cannot edit Systemtables or Master Reference tables.
Only the software devel oper, under direction fromthe MCTEEP
Functional Manager, can edit systemtables or Master Reference
tables. The MCTEEP SA is responsible for clearing MCTEEP software
system | ockouts whi ch occur due to password problenms or m suse.

2. Assignment. A recommended fornmat for assignnment of a MCTEEP SA
is shown on page 2 of this enclosure. Primary and alternate MCTEEP
SAs shall be designated in witing by the Commandi ng General /O ficer
of each unit required to conpile a quarterly MCTEEP dat abase.

ENCLOSURE ( 2)
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Sanpl e Assignnent Letter for MCTEEP SA

3500
Code
Dat e

From Commandi ng General /O ficer

To: (Nane of MCTEEP SA bei ng assi gnhed)

Subj:  ASSI GNMENT AS MARI NE CORPS TRAI NI NG, EXERCI SE, AND

EMPLOYMENT PLAN SYSTEM ADM NI STRATOR ( MCTEEP SA)
Ref : (a) MCO 3500
1. 1In accordance with the reference, you are assigned as the

(primary/alternate) MCTEEP System Administrator. You are
directed to read and conply with the reference and the docunents
mentioned in the reference. You are to control information
access to the unclassified and classified MCTEEP conputer

dat abases, assist in MCTEEP dat abase managenent, and generate
reports as required.

Commandi ng General /O ficer Signature

Code
Dat e
FI RST ENDORSEMENT
From (Name of MCTEEP SA bei ng assi gned)
To: Commandi ng General /O ficer
1. | have read and understand the reference and ot her applicable
MCTEEP publications. | will conmply with the reference and saf eguard

access to the unclassified and classified informati on contai ned in
t he MCTEEP dat abases.

MCTEEP SA Si ghature

ENCLOSURE ( 2)
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Sanpl e Event Types

Event types which shall be entered into the MCTEEP dat abase
(current FY plus two out FYs) include, but are not linmted to:

DEPLOYMENTS

Mari ne Expeditionary Unit/ Special Operations Capable (MEU SOC)
depl oynent s

Squadron/ Battalion depl oynments aboard U.S. Naval shi pping

Unit Depl oynent Program (UDP) depl oynents

Conti ngency Operations

Counter Drug Operations

CARAT/ UNI TAS

EXERCI SES/ TRAI NI NG

Bi |l ateral Training (BILAT)

Capabi lities Exercises (CAPEX)

Combi ned Arns Exerci ses (CAX)

Events involving U S. Naval ships and/or |anding craft

Exerci ses which require a platoon sized unit (or larger) to
depl oy from hone base

Exerci ses which require a detachnent of aircraft to deploy from
hone base

CJCS or CINC Exercises which require participation of five or
nor e personnel

MAGTF Staff Traini ng Program ( MSTP)

Mobil e Trai ning Teans (MITs) that depl oy from hone base

Squadron transitions to new aircraft

Supporting Arns Training Exercises (SATEX)

Type Commander’s Anphi bi ous Traini ng ( TCAT)

Units assigned as Air Contingency Forces (ACF)

Weapons and Tactics Instructor (W) participation

Exerci se Pl anni ng Conference

| NSPECTI ONS/ EVALUATI ONS

Avi ation Logistics Managenent Assist Team (ALMAT) Inspections
Commandi ng General’s | nspection Program (Cd P)
Field Supply Mintenance Analysis Ofice (FSMAO | nspections
Mari ne Corps Conbat Readi ness Eval uati on System ( MCCRES)
Eval uati ons
Mari ne Corps Conmand Assi st Team ( MCCAT) | nspections
Supply Logistics Anal ysis Program (SLAP) |nspections
Speci al Operations Capabl e Exerci se (SOCEX) Eval uati ons

ENCLOSURE ( 3)
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Requi red MCTEEP Event Infornmation

1. Red check marks on the MCTEEP Event Data Workbench signify
information fields that nust be filled in by the user in order
to construct a TEEP. The following information, for each event,
must be entered into the MCTEEP dat abase:

a. EVENT NUMBER. This nunber is assigned by the unit. Each
event shall be assigned a unique event nunber. Event nunbers
can be automatically generated to conformto the standard MARFOR
event nunbering schene if the nunbering schenme is selected in
User preferences.

b. EVENT NAME. Self explanatory. Standard event nanmes such
as CAX 4-96 or exercise nanmes such as ULCH FOCUS LENS shoul d be
used whenever applicable. See enclosure (3) for suggested event
nanes/ acr onymns.

c. EVENT LEVEL. Utilize the "Lookup Icon" on the Event Data
Wor kbench screen to activate a drop-down i nformation screen
el ect the appropriate level of command that is directing or
sponsoring the exercise or event. The event |evels available in
MCTEEP ar e:

(1) JCS/CINC
(2) HQVC

(3) MARFOR/ MEF

(4) FLEET/ NAVY/ MEU

(5) DIV/ W NG FSSGE SR G
(6) REG GRP

(7) BN SQDN

(8) MSC

(9) OTHER

d. EVENT TYPE. Uilize the "Lookup Function"” (press Crl+L
on the keyboard, click on the Lookup button, or select Lookup
fromthe View nenu) to select the appropriate event type from
the |ist provided.

e. PARENT EVENT. |If the event you are entering is related to
a parent event, utilize the "Lookup lcon" to activate the
dr op-down wi ndow and sel ect the appropriate parent event. For
exanmple, an Initial Planning Conference (IPC) for an upcon ng
exercise will have a separate event nunmber, but it is associated
with a parent event (i.e., exercise). |If there is no parent
event (i.e., the current event you are entering is not part of
anot her event), type zero.

f. CLASSIFICATION. Utilize the "Lookup Function" to sel ect
the appropriate classification for the event.

ENCLOSURE ( 4)
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g. INCLUSIVE START DATES. Enter the start date in the
following format: MM DD/ YY, or select the ellipses button (...)
to the right of the date box to access a drop-down cal endar
Sel ect the nonth, day, and year and click the green check mark

h. INCLUSI VE END DATES. Enter the end date in the foll ow ng
format: MM DD/YY, or select the ellipses button (...) to the
right of the date box to access a drop-down cal endar. Sel ect
the nmonth, day, and year and click the green check mark

i. LOCATION. Utilize the "Lookup Function" to find the
appropriate event or exercise location. Wth the cursor in the
"Geol oc" field, select the "Lookup Icon" or press CTRL "L."

Sel ect the drop-down arrow in the "Search By" box and click on
the "Ceol ocati on Code Description.” In the "Search Character”
box, type the location until it appears in the table. Double
click on the location to enter it into the "Location" field.

The description will appear bel ow the Event Wrkbench. The data
table for these locations is the sane table as used in the Joint
Qperational Planning and Execution System (JOPES), and includes
over 45,000 | ocations throughout the world.

(1) If the location of the exercise is not in the table,
sel ect "Unknown" for that area (i.e., UNKN AFGHANI STAN). Be
aware that there are nultiple | ocation codes available for the
same geographic location (for exanple, CP LeJeune and Canp
LeJeune). This is to facilitate software interface with LOG Al S
and provide a nethod of specifically identifying the actua
depl oynent site aboard a large training base. The MCTEEP
| ocations table also includes bodies of water, such as "TUW
PUERTO RI CO OPERATI NG AREA. "

(2) MCTEEP software does not currently allow nore than one
| ocation to be entered into the systemfor an exercise. Enter
the primary area in which the magjority of the exercise will take
pl ace.

2. Events that satisfy a Joint M ssion Essential Task (JMET)
shoul d have this information annotated by use of the ancillary
"JVET" tab at the bottom of the Event wi ndow (when sel ected, the
"JMET" wi ndow will appear). The "Event" and "Event Number" will
be filled in fromthe information currently contained on the
Event Wor kbench. The "JMET" wi ndow contains fields for the

Uni versal Joint Task List (UJTL) code and description. dCick on
the "Create Record" button. Using the Lookup, select the
appropriate JMET fromthe table. The code will be filled in.
The description will automatically fill in once the record is
saved.

3. The accurate and tinely entry of fiscal information into the
MCTEEP dat abase will aid the commander in the nmanagenent of the
unit budget. Historical and projected expenditures should be
entered into the MCTEEP dat abase for the current FY plus two out
FYs. To enter fiscal information, select the "Assign Fiscal”
button on the Event Wrkbench. The Fiscal Wndow wi |l appear,
di spl ayi ng the event nanme and nunber at the top of the screen
(Note: there must be units previously assigned in order to enter
fiscal data). Two tabs, "Actual" and "Budgeted," appear at the
bottom of the screen for entering fiscal information. The
following fields are displayed in the fiscal grid:

ENCLOSURE ( 4)
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a. UNT NAME AND DETACHMENT. The unit name and det achnent
will automatically appear in the grid.

b. ORGANI ZATION. An 18 character nanme for the organi zation
funding the unit or detachnment. The field contains a Lookup
capability that enabl es searches to be conducted by "Organization",
"U C' or "Organi zation description.” Once selected via the search,
the informati on may be transferred to the organization field.

c. OC The hject Cass, derived from Standard Accounti ng,
Budgeti ng and Reporting System (SABRS), defines a broad area
cost type. This field may be | eft blank.

d. SOC. The Sub Ohject Class field, also derived from SABRS,
may be | eft blank, exanples of various entries are:

(0.6 SOC LONG NAME

00 00 Unfi nanced Pay Rai se

21 A0 Recruiting

21 Ad Recruiting Per Diem

21 A5 Recruiting Comrercial Travel,
POV, Air, Rail, etc.

22 01 MAC Car go

22 02 MAC SAAM

22 03 MSC Car go

22 05 Conmercial Air

22 06 Commer ci al Shi ps

22 07 Conmer ci al Land

22 08 O her Transportation

YA Z0 Al'l ocated Cost Credit

YA Z1 Al'l ocat ed Cost Debit

e. COST TYPE. An al phanuneric cost type code for a specific
dol I ar anount, coupled with a type of noney category (i.e.,
Blue, Green or Purple). Various entries available fromthe
associ ated Lookup table are:

2731 ATT/ BLUE
2731 BIL/BLUE
2731 | DT/ GREEN
2732 ADSW PURPLE
27A0 EXSPT/ GREEN
27A0 TAD/ PURPLE

ENCLOSURE ( 4)
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(1) To add a colum (for a cost type/ noney type
conbi nation), select the "Add Colum" button. To delete
a colum, select the "Delete Colum” button. Running totals
for the Total Green, Total Purple, Total Blue and Total Event
are shown on the table grid. A Unit Total is the last colum in
the table grid. This colum displays the total nopbney budgeted for
the unit participating in that event.

(2) Fill in the dollar anpbunt associated with the
uni t/ detachnent/event/cost type/ noney type conbination. Use the
Fiscal Wndow in the Unit Wdrkbench to change dol |l ar anounts.

(3) To print a report of the fiscal data fromeither the
Event or Unit Workbench, select the "Print" button.

(4) To save fiscal data, select the "Save Data" button .

(5) To save fiscal data and exit the fiscal w ndow, select
the "OK" button.

ENCLOSURE ( 4)
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Required MCTEEP Unit I nformation

1. Unit and detachment information is entered into the MCTEEP
dat abase by use of the Unit Data Entry W rkbench. The Wrkbench
di splays unit data in the formof a unit designation and a Unit
Identification Code (U C) at the top of the screen. Unit
information is pronmul gated by HQMC (Code POC-30) and coded into
the software by the MCTEEP devel oper as reference data prior to
software release. Users may nodify this data, with the exception
of the U C and parent UC fields. These fields can only be

nodi fied by the MCTEEP software devel oper upon the direction of
the MCTEEP Functional Manager at HOQMC, including their addition
deletion or nodification. The following information is al so

di spl ayed on the Unit Workbench

a. UNIT NAME. Self explanatory.
b. PARENT UC The U C of the parent comrand of the unit.

EXAMPLE: The U C for Il MeEF is M20130. The parent conmmand
for Il MEF is MARFORLANT (U C is M0000).

c. SERVICE. ldentifies the Arned Service of the unit.

d. THE GANTT LABEL FIELD. Allows users to enter up to 8
characters onto the Gantt displ ay.

e. ACTIVE. This box will have an "X" in it to identify each
UC as an active unit, vice a deactivated unit. If a unit is
deactivated, it will not appear as part of the unit hierarchy in
the Gantt displ ay.

f. HOVE STATION. Geographic location for the honme base of
the U C

g. UTC. Unit Type Code, a description of the UTC appears to
the right of the code.

h. COWANDI NG OFFI CER. Enter the rank and nane of the
Commandi ng General or Commanding Officer for the unit. This
fieldis limted to 50 characters

i. REMARKS. Selecting the "Remarks" button opens the Remarks
wi ndow. This window field will hold up to 255 characters and
can be used to describe anything about the unit that is desired.

2. Detachnent data appears below the Unit Data in the Unit

Wor kbench.  "Inclusive" detachnments represent entire unit
strength (the inclusive detachnment equals the unit). The

sof tware devel oper has created an inclusive detachnment for every

ENCLOSURE ( 5)
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unit listed in MCTEEP. The inclusive detachment shoul d never be
deleted. O her detachnents nay be created that will account for

only part of the unit’s manning level. These detachnments shoul d

be gi ven uni que detachnent nanes related to the event such as
DET CAX 5-96. Detachnents nmay al so be assigned to nore than one
event. The follow ng information appears in the Unit Detachnent
section of the Unit Wrkbench:

a. DETACHVENT NAME. The uni que detachnent name (DET CAX
6-96). No quotations or apostrophes can appear in the nane.
The inclusive detachnent will appear with a bl ue background.

b. DET UTC. The detachnent’s Unit Type Code.

c. DET H ERARCHY. The Unit Detachnent wi ndow all ows the user
control over sorting when displaying peer detachnments in the
Unit orientation of the Gantt display. Detachnents nmay be
nunbered as appropri ate.

d. COLOR AND PATTERN FIELDS. These fields and their
associ ated Lookup tables permt units/detachnments to be depicted
on the Gantt display in a custom zed fashion (pattern and col or)
at the discretion of the user.

3. There is a table grid at the bottom section of the screen.

The nanme of the current table in the grid appears as a tab at

the bottomright. For the inclusive detachnment, which represents
the entire unit, the five tabs are: AD/ OPCON, Qualification,

Equi pnent, SORTS and Ammp. To assign information regarding the
unit, select the "Inclusive" detachnent. For any detachment other
than inclusive, only the AD OPCON tab will appear.

a. ADCOV OPCON. The "AD/ OPCON' tab displays all AD OPCON
assignnments for the unit. Assignnent cannot be made fromthis
grid. The user nust go through the assign AD/ OPCON wi ndow. The
fields are:

(1) ADCOV OPCON. This field has three values. One (1)
indicates that the unit has been OPCONNed, two (2) indicates
that it has been ADCONNed and three (3) indicates that the unit
has been AD and OPCONNed to another unit for a specific period
of tinme.

(2) CON START DATE. Beginning date that a unit is OPCONNed
or ADCONNed.

(3) CON END DATE. Date control is returned to the
per manent parent unit.

(4) AD OPCON PARENT. Parent unit for the detachnent.
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b. QUALIFICATION. The Qualification tab provides the
capability to report information on the type of inspection, the
date of qualification and the date that the qualification expires.
Exanpl es of qualifications which nmay be reported in MCTEEP are:

Speci al Operations Capable qualification
Passed MCCRES

Weapons Tactics Instruction conpletion
Mountain Warfare Trai ning conpletion
CAX participation

Passed FSMAO visit

Passed I G

Jungl e Warfare qualified

TRUE conpl etion

c. EQU PMENT. The Equi prent tab enabl es the user to input
the National Stock Nunmber (NSN), NSN Configuration, Quantity,
Item | D, Nomenclature and Description NSN of all major equi pnent
that the unit owns and nai ntains. Autonated Lookups can be
utilized to select the appropriate item of equipnment fromthe
under | yi ng reference data.

d. SORTS. Current SORTS procedures are delineated in
reference (e). The SORTS tab reveals a grid with data entries
required in the following fields:

(1) RICDATE. Date of change for a type of rating

(2) TYPERAT. A letter of the al phabet which relates to the
type of readiness rating. This field has a Lookup capability
whi ch contains the followi ng rating types and description

Per sonnel

Equi prent Condi tion
Equi prrent / Suppl i es
Tr ai ni ng

WX 7T

The table contains search criteria by rating type to
facilitate rating sel ection.

(3) RATING The percentage rating for the given U C
rating type and type of rating. This information will be used to
determ ne readi ness category levels. Category |levels range from
C-1 through C-4 and indicate the degree to which a unit has
achi eved prescribed | evel s of personnel, equipnment and training
readiness. |In MCTEEP (as in SORTS), C1 is equivalent to
100-90% C-2 from 89-80% and so on through a rating of CG5. A
C-5 rating nust be approved by HQMC (Code POC-30). This nunber
shoul d be entered as a whole nunber (i.e., 80=80%
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(4) READY. This is the overall category level resulting
fromthe transaction expressed as a "C' level. The percentage in
the Rating field corresponds to the "C' level. It is usually equa
to the |l owest category |evel anong the four rating types. Valid
choices are G- 1 through C 4.

e. AMO The Anmo tab is simlar to the Equi pnent tab

(1) The fields displayed are NSN, NSN Configuration, QTY
Al l oc, QTY Expended, Inventory Date, ItemID, Nonenclature and
Description NSN. Inventory date is the date on which the
ammuni tion was allocated to the unit. QIY Alloc indicates the
quantity of amunition allocated. QIY Exp indicates the quantity
of ammuniti on expended. Nonenclature and Description NSN are the
| ong nane and description for the NSN

(2) A Lookup capability is available for the NSN, NSN
Configuration, ItemID, Nonenclature and Description NSN fields.
Searches on the table may be conducted by NSN, Discription NSN
Item | D, Nonmenclature, JCS Cargo Category, LM, Mdel Nunber,
Supply C ass and Supply Subcl ass.

4. There are four buttons which appear in the nmiddle of the
screen. These represent ASSI GN EVENTS, ASSI GN MANNI NG, ASSI GN
FI SCAL AND ASSI GN AD/ OPCON FUNCTI ONS.

a. ASSIGN EVENT. Select the "Assign Events" button to
activate the "Assign Events" screen. Unit/detachnment information
will be displayed at the top of the screen. A list of available
events is displayed on the left. Locate and highlight the desired
event. To see nore detail regarding that event, right click on the
event. Use the arrow key that points to the "Currently Assigned
Events"” field on the right to nove the event. Cick on "Assign" to
conpl ete the process and to return to the Unit Wrkbench

b. ASSIGN MANNING The manning infornmation entered into the
MCTEEP dat abase is crucial to the correct cal cul ati on of DEPTEMPO
Manni ng data for the inclusive detachnment nust be entered at the
| onest reporting unit level in order to aggregate the informtion
upwar ds through the comrand hi erarchy. Select the "Assign Manni ng"
button to access the Manning Wndow fromthe Unit Wrkbench. The
Manni ng Wndow wi || show an expanded unit hierarchy on the |eft
side of the screen. The date at the top of the screen indicates
that the hierarchy and manni ng data correspond to that date. This
date can be changed in order to view manning data for different
dates. Manning data for the current unit detachment nust be
entered into the Current Detachnent Manning section. Fill in the
follow ng fields:

(1) MANNING TYPE. Defines the various ways that nmanning
can be expressed for a unit. The field contains a Lookup table
that delineates manni ng types by actual personnel strength on hand,
M PS, SORTS, staffing goal and T/ O (peacetinme or wartinme T/ 0.
Preci se cal cul ati on of DEPTEMPO requires that actual personne
manni ng nunbers be entered into the database.
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Manni ng data for the inclusive detachnment nust be entered at the
| onest reporting unit level. MCTEEP will aggregate the nunbers
as the information flows upward through the command hi erarchy.
The manning grid at the bottom of the screen is for viewi ng data
only. Al data entry nust take place in the Current Detachnent
Manni ng ar ea.

(2) NUMBER OFFI CERS. Self explanatory.

(3) NUMBER ENLI STED. Self explanatory.

(4) EFF DATE. The date the manning is effective.

(5) SERVICE. The specific Armed Service that personnel
within the unit belong. The field contains a Lookup table that
al so contains a Service description and a LOG AIS Service letter.

c. ASSIGN FISCAL. Accurate and tinely input to the Fisca
table is crucial for historical and projected budget cal cul ati ons.
Fi scal information should be entered into the MCTEEP dat abase for
the current FY plus two out FYs.

(1) The "Assign Fiscal" button will only be visible while
in the inclusive detachnment. Also, fiscal information for the unit
participating in an event nust already have been entered into the
Event Wor kbench.

(2) Select the "Assign Fiscal”™ button fromthe Unit
Wor kbench. The Fiscal Wndow will appear, showi ng fiscal data
for that unit detachment (cost types, type of nobney, actual and
budget ed amounts). Only the anbunts in the cost type/ noney type
fields may be edited. Al other edits nust take place fromthe
Event Workbench. See enclosure (4).

d. ASSIGN AD) OPCON. Adninistrative or Qperational Contro
(ADf OPCON) of units can be assigned through the Unit Wrkbench
Sel ect the "Assign AD/OPCON' fromthe Unit Wrkbench. Select the
start and end dates for the assignment. The "Assign AD OPCON'
W ndow wi | | appear. Select a unit or units fromthe list of
avail abl e units. Select the down arrow button to nove themto the
"U C Sel ected" box. The parent unit will default to the current
unit.

(1) In the "Control Selection" box, select whether the
unit will fall under the "Adnministrative" or "Qperational"™ Contro
of the parent unit. Only one type may be sel ect ed.

(2) Select the start and end dates for the "Adm nistrative"
or "QOperational” control in "Control Dates" box. The dates that
were initially selected upon accessing the Wndow will be the
default dates. |If different dates are required, type in the
dates using MM DD/ YY format, or select the ellipses button (...)
and use the drop-down cal endar.
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(3) Select the "Assign Unit" button to save the "Assign
AD/ OPCON' assignnments. The AD/ OPCON assignnents will appear in
the ADJOPCON grid for the assigned units (not the parent unit).
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Assigning Units and Detachnents to Events

1. There are two nmethods used to assign units and detachnents to
events in MCTEEP. A unit/detachnment nmay be assigned to an event
via the Event Workbench or via the Unit Wrkbench

a. EVENT WORKBENCH METHOD. Fromthe Event Wrkbench on the
"Requi red" tab, select the "Assign Units" button. The Force
List for the selected event will appear. An expandable unit
hi erarchy is available for unit/detachment sel ection

(1) Using the nouse, left click on a unit to select it.
Once the unit is selected, it can be dragged to its proper |ocation
and dropped into the Command El ement (CE), Ground Conbat El enent
(GCE), Air Conbat Element (ACE) or Conbat Service Support El enent
(CSSE) portion of the screen

(2) dick on the "Assign" button to conplete the process
and return to the Event Wrkbench.

b. UNT WORKBENCH METHOD. See enclosure (5) of this Order.

c. LINKING UNITS, EVENTS AND RESOQURCES. The "Unit Det Event"
portion of the Unit Wrkbench, Unit Detachnment W ndow, all ows
Amunition, Billeting, Equipnment, Messing, Fiscal and
Transportation
information pertaining to a detachnent participation in an event to
be entered into MCTEEP. The detachnment nust be assigned to
participate in an event (see enclosure [5]) before you may add this
ancillary data. The "Unit Det Event”™ Wndow is activated by
selecting the tab at the bottomright corner of the Unit Wrkbench
The "Unit Det Event” Wndow at the bottom of the Unit Wbrkbench
di spl ays unit, detachnment and assigned event information. Only
start and end participation dates can be edited in this portion of
the screen. Ancillary tabs associated with resource infornation
are displayed at the bottom of the W ndow.

(1) AMMO. This table is for entering anmunition that the
detachnent is taking to the exercise. Only the anmunition that
has been assigned to the inclusive detachnment (the entire unit)
wi |l appear in any of the Lookups. The fields and appropriate
entries are as follows:

(a) NSN. The National Stock Number of an item or
record.

(b) NSN CONFI GURATION. The configuration for the item

or record.

(c) QIY ALLOCATED. The anopunt of amunition needed for
the unit participating in the selected event.
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(d) QrY EXPENDED. The anount of ammunition expended
for the unit participating in the selected event.

(e) LI TEMID. Contains the Table of Authorized Mteria
(TAM control nunber for the NSN

(f) NOVENCLATURE. Contains the description of the

item

(g) DESCRIPTION NSN. Is the long description for
t he NSN.

(h) AMMO TABLE. Has a Lookup capability that enables
searches to be conducted by NSN, Description NSN, Item D,
Nonmencl ature, JCS Cargo Category, LM2, Model Nunber, Supply
Cl ass and Supply Subclass. Once a search has been conpl eted on
one of these fields, the data nmay be transferred to the Anmo
table with the exception of the Quantity Expended fi el d.

(2) BILLETI NG MESSI NG OTHER. These tables are very
simlar and will be discussed together. The fields and appropriate
entries are as foll ows:

(a) BM START. This is the start date that the unit or
detachnment will be utilizing the nessing or billeting resources at
a given | ocation.

(b) BMEND. This is the end date that the unit or
detachnment will be utilizing the nessing or billeting resources
at a given |location.

(c) RESQURCE. This refers to a resource nane. It can
be specified by the user so as to be understood in relation to a
gi ven geol ocation (i.e., Training Area 2). New resources nust
be added to the Resource table itself before they can be used in
data entry.

(d) GEOLOC CODE. This is a unique four letter code
used to identify a specific location or area or the location of a
specified resource. Uilize the Lookup function to select the
appropri ate geol ocati on code.

(e) PERSONNEL COUNT. This is the nunber of personne
in the unit or detachment that will utilize the resource. This
nunber shoul d not exceed the total nunmber of personnel assigned
to the unit or detachnent.

(f) THE BILLETING TABLE. Has a Lookup capability that
enabl es searches to be conducted by Resource, Resource Type or
Geol oc Code. Once selected, the information will be transferred
to the Resource and Geol oc Code fields. The remaining three
fields nmust be filled in by the user. The Messing table has a
simlar table related to nmessing information. The "Qher table"
is for assigning resources other than billet or ness designations
(i.e., rifle ranges).
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(3) EQU PMENT. The Equi pnent table differs fromthe Anmo
table in that it contains a Quantity Equi prrent field versus a
Quantity Expended field. Also, the Equipnrent table is structured
to receive an equi pnent inport via MDOSS Il of LOG AIS. Like the
Amo table, the Equi pnent table has a Lookup capability that
enabl es searches to be conducted by NSN, Description NSN, Item D,
Nonmencl ature, JCS Cargo Category, LM2, Model Nunber, Supply C ass
or Supply Subclass. Once a search has been conpl eted on one of
these fields, and the correct record is selected, the data will be
transferred to the Equi pnrent table with the exception of the
Quantity Equiprment field. Only equipnent that has been assigned
to the inclusive detachnent of that unit will appear in the
Lookup. The fields and appropriate entries are as follows:

(a) NSN. The National Stock Number of an item or
record.

(b) NSN CONFI GURATION. The configuration for the item

or record.

(c) QUANTITY EQU P. The quantity of the particular
pi ece of equi pnent being used by the unit detachnment for this
event.

(d) LI TEMID. Contains the TAM control nunber for
t he NSN.

(e) NOMVENCLATURE. Contains the |ong nanme for the NSN

(f) DESCRIPTION NSN. Is the long description for

t he NSN.

(4) TRANSPORTATION. This infornmation is nost easily
suppl i ed by a Ti ned- Phased Force and Depl oynent Data ( TPFDD)
inmport from MAGTF Il1. The data can be entered manually as well.
The fields and appropriate entries are as foll ows:

(a) ULN. Unit Line Nunber; a unique nunber descri bing
a discrete slice of the overall transportation picture.

(b) POO This is the geographic |ocation of the Port
of Origin. This field has a Lookup table that can be searched by
Ceol ocation Code, GCeol ocation Code Description, Airport ldentifica-
tion Code, Installation Type Code, Latitude, Longitude, Ceol ocation
Command Area Code, Geol ocation Country State Abbreviation or
Country State Code.

(c) POO RLD. Point of Oigin Required Load Date. Use
the drop-down cal endar accessed by the "Lookup Icon" to enter this
i nf ormati on.

(d) POE. Point of Enbarkation. Use the drop-down
cal endar accessed by the "Lookup Icon" to enter this informtion
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(e) POE RDD. Required Debarkation Date. Date of
enbarkation to final destination.

(f) POD. This is the geographic location of the Port
of Debarkation. This field has a Lookup table that can be
sear ched by Geol ocation Code, Geol ocati on Code Description
Airport ldentification Code, Installation Type Code, Latitude,
Longi tude, Geol ocati on Command Area Code, Geol ocation Country
State Abbreviation or Country State Code.

(g) POD LAD. Port of Debarkation Last Arrival Date.
Sel f expl anatory.

(h) STONS. Short Tons of equi prment being transported.

(i) OFFICERS. Nunber of O ficers being transported
under a particular ULN

(j) ENLISTED. Nunber of Enlisted personnel being
transported under a particular ULN
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St andard Reports

1. There are fifteen Standard Reports which can be generated
fromw thin the MCTEEP dat abase. These reports provi de sunmary
information for the commander regardi ng operational posture and
expendi ture of resources.

a. AMVUNITION REPORT. The Ammunition report provides
information regarding the type and quantity of ammunition that
is allocated or was expended for a selected event for a
specified unit.

b. DEPLOYMENT TEMPO REPORT. This report supplies information
on the percentage of a given tine period that a unit is depl oyed
away fromits hone station.

c. GANTT REPORT. The Gantt report is a printout of the Gantt
di splay according to user specified criteria. The report wll
print what is currently displayed on the screen. Apply filters
to see specific data before running the report.

d. EVENT SUVWMMARY REPORT. The Event Sunmary Report provides
useful event summary information on selected events contained in
t he dat abase.

e. EQU PMENT REPORT. This is a printout of all of the
equi pment that a given unit is taking to a selected event. The
report lists specific informati on about the event, the unit
sel ected and any equi pnent assigned to the unit for the given
event. Information includes NSN, Itemldentification, Item
Quantity and Nonencl at ure.

f. MAP REPORT. This report allows the user to display the
current or projected location of forces superinposed on a
digitized map of the world.

g. FORCE LIST REPORT. This report will generate a list of
all of the units involved in a given event. A unit listing by
MAGTF hi erarchy will be produced.

h. MOVEMENT REPORT. The Mbvenent report generates
transportation sumrary information for units participating in
sel ected events.

i. PERSONNEL REPORT. This report lists the nunber and type
of personnel for a given unit, its detachnents and their
participation in correspondi hg events.

j. SORTS REPORT. The SORTS report provides the readi ness
percentages of a unit for personnel, training and equi pnent.
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k. TRAI NI NG REPORT. The Training report provides infornmation
as to where a unit may be assigned to billet or nmess during a
speci fic exercise

I. WTL/JMET REPORT. This report provides a list of the
JMET requirenents that have been satisfied by unit participation
in an event.

m TEEP SUVMMARY REPORT. This report provides overall summary
event and force list information

n. MANNING REPORT. This report lists the actual nunber of
O ficers and Enlisted personnel in the inclusive detachnent of
the unit selected and all of its subordinate units.

0. FISCAL SUMVARY REPORT. This report sumarizes fisca
information by unit and cost type for selected events.

2. Formatting Reports. Al of the Standard Reports can be
accessed via the "Tools" nmenu, "Standard Reports" option. Once
a report is selected, a "Reports Criteria” screen appears to
facilitate report production. Once generated, a report is
visible in MCTEEP and nmay be printed if desired. The report my
be saved to EXCEL, TEXT, LOTUS 123, COWA DELI M TED, DATA

| NTERCHANCE or QUATTRO PRO. A filter capability is avail able
for all reports except the Gantt report. To print a Gantt
report, the user nust select an appropriate filter (i.e., apply
a filter) prior to printing the report.

a. PERSONNEL, AMMUNI TI ON, EQUI PMENT, MAP, MOVEMENT AND
TRAI NI NG REPORT PRODUCTI ON

(1) At the Reports Criteria screen, select the "Sel ect
Events" button and select the events desired fromthe "Avail abl e
Events" List. Select the red arrow pointing down to nove the
selection to the "Sel ected Events" portion of the screen. Sel ect
the "Done" command button

(2) Next, select the "Select Units" button. A Unit/
Det achment List appears. Scroll through the list until the unit is
| ocated. Highlight and select the red down arrowto nove it to the
"Sel ected Units/Detachnents” portion of the screen. Select the
"Done" command button

(3) Select "Run Report."” The report will appear on the
conputer screen and is available to print or save.

b. FORCE LIST, EVENT SUWARY, TEEP SUMVARY AND JMET/ UJTL
REPORTS. For these reports only the "Select Event" function is
avail able. (Qherw se the above instructions apply.

ENCLOSURE ( 7)



MCO 3500. 25
2 Cct 96

c. SORTS. For the SORTS report, only the "Select Unit"
function is active. Also the "Other Criteria" screen differs
fromthe majority of the other reports in that it allows further
delineation of the report by Personnel, Training, Equipnent and
Suppl i es, and Resource Equi pnent Condition SORT types. There is
also a start and stop date entry necessary to run this report.

d. DEPLOYMENT TEMPO REPORT. For the Deploynment Tenpo Report,
only the "Select Unit" function is active. The "Qther Criteria"
screen permts selection based on Permanent, Adninistrative or
Operational Control of the unit. Additionally, Deploynment Tenpo
can be reported by actual personnel strenth on hand, MPS, SORTS,
staffing goal and T/ O (Peacetine or Wartine T/O). Start and stop
date criteria are available. Accurate Deploynent Tenpo information
can only be produced if accurate manning | evels, deploynent dates
and geol ocation codes are entered into the database and verified
for accuracy throughout the comand hi erarchy.

e. GANTT REPORT. This report differs fromthe other Standard
Reports in that the report criteria are specific to this report.
When the Gantt report is selected, a "Gantt Print Setup" appears.
The start and stop dates for the data contained in the report nust
be entered. The tinme scale from day/week through a year nust al so
be specified. No unit/event orientation is necessary. MCTEEP will
print the current view of the Gantt display based on the paraneters
entered. The orientation (unit or event), tine scale, applied
filter and sort order will determ ne what, how rmuch and in what
sequence the data will be displayed.

f. FISCAL SUWARY REPORT. For the Fiscal Sunmmary Report, the
"Sel ect Events" and "Sel ect Costs" buttons are active. The cost/
noney type conbinati on nust be sel ected before the report is
generated. Up to eight cost/noney types nay be sel ected.
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LOCATOR SHEET

Subj: MARI NE CORPS TRAI NI NG EXERCI SE, AND EMPLOYMENT PLAN
(SHORT TITLE: MCTEEP)

Locati on:

(I'ndicate location(s) of copy(ies) of this O der)
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